
First Time Login
Brokerage Administrators



Once brokerage administrators 
create an account, they log in 
here.

www.myRECA.ca



Select Brokerage 
Administrator from the drop 
down menu.



Input your phone numbers. 
At least one should be your 
business number.

Remember to click Complete to 
finish the process.



When you log in for 
the first time, your 
account is limited to 
displaying and editing 
your personal and 
contact information in 
the My Account tab.

Give your username 
to the broker you 
work for. They search 
you on the system 
and add you to their 
brokerage as an 
administrator.



After your broker 
successfully adds you 
as an administrator, 
the My Brokerage tab 
appears in your 
account when you 
log in.



The functions 
available to you as an 
administrator are 
limited to the 
permission levels the 
broker assigns when 
they add you.



In the My People tab you can search the associates 
in the brokerage by renewal status and Re-Licensing 
Education Program (REP) status to provide reports 
for the broker.



If the broker gives you 
permission, make bulk 
payments for the brokerage in 
the Payment Cart page.



If the broker gives you permission, you can view the 
brokerage account balance, payments and 
download receipts from the Payment History page.



If your broker gives you permission, you manage the 
brokerage trust accounts in the Trust Accounts page. 
You can add new accounts and edit current 
accounts.


